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CHAPTER I 
 

INTRODUCTION 
 
A. PURPOSE 
 
  This Desk Guide has been established to provide standard 
operating procedures (SOP) as well as to train and assist 
squadron personnel in the use of Aviation Into-Plane 
Reimbursement Cards (AIR Cards).   
 
B. BACKGROUND 
 
1. Into-Plane Program 
 
  The Defense Energy Support Center (DESC) awards contracts 
throughout the world to Fixed Base Operators (FBOs) for the 
purchase of aviation fuel at commercial airports by military and 
Government aircrews.  These contracts are known as Into-Plane 
contracts and are only awarded when annual requirements at a 
commercial airport are 15,000 gallons or more.  There are over 
300 worldwide Into-Plane contracted FBOs who provide services at 
over 500 airports, all of which enable aircrews to obtain fuel 
at substantial savings over posted commercial airport prices.  
(Activities pay Department of Defense (DoD) standard prices vice 
posted prices when contracted fuel is received.)  A list of 
Into-Plane contracted FBOs is available on the Internet at the 
DESC website, www.desc.dla.mil, under customer service.  Into-
Plane contracts also ensure fuel quality standards are 
maintained by FBOs. 
 
  Aircrews were initially issued the DoD Jet Fuel/Avgas 
Identaplate (DD Form 1896) to obtain fuel from Into-Plane 
contracted FBOs and DoD and NATO military installations.  Now, 
the identaplate is only for use at DoD and NATO military 
installations, and for Canadian National Defence Contract (CNDC) 
locations.  NAVSUP Instruction 7300.28A, Procurement and Billing 
of Aviation Fuels and Lubricants Using the DoD Identaplate (DD 
Form 1896) provides guidance, policy, and procedures for the use 
of identaplates.  
 
2. AIR Card Program 
 
  Since the Into-Plane program does not include all commercial 
airports, pilots have had to procure fuel using local purchase 
methods (Standard Form 44), which are prone to errors, payment 
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delays and expensive product costs.  To improve this situation 
and to satisfy the government mandate to move more towards 
electronic commerce, DESC entered into a contract with AVCARD, 
Inc., on 1 October 1997 to establish a credit card for 
government procurement of aviation fuel.  AVCARD is an aviation 
credit card company that has served the corporate aviation 
market since 1984 using their AVCARD credit card.    The 
Government credit card is known as the Aviation Into-Plane 
Reimbursement Card (AIR Card) and it allows Military Services 
and federal agencies to purchase fuel at over 4800 commercial 
airports worldwide.  In addition, the AIR Card can also be used 
to purchase fuel related products and ground services, which are 
not included in Into-Plane contracts. 
 
  The AIR Card contract currently in effect was awarded to 
AVCARD, Inc., on 1 January 2000 for two years.  The contract has 
an expiration date of 30 September 2001; with 3 one-year options 
to extend it to 30 September 2004, if required.  The web address 
for a copy of the contract is http://www.desc.dla.mil. 
 
  As of July 1999, AIR Cards replaced identaplates for 
purchasing fuel at all Into-Plane contracted locations.  
Identaplates are only authorized for use at DoD and NATO 
military installations and CNDC locations.  It is DESC’s long-
term goal to replace the identaplate, Air Force Form 1245, and 
paper forms (SF44 and AF315) with the AIR Card for use at all 
DoD military installations.  NATO military installations and 
CNDC locations will still utilize the identaplate. 
 
3. CANADIAN NATIONAL DEFENCE CONTRACTS (CNDC) 
 
  The U.S. Air Force and Royal Canadian Air Force Petroleum Oils 
and Lubricants (POL) suspense agreement and the U.S. and 
Canadian Acquisition Cross Servicing Agreement enable U.S. Navy 
and U.S. Marine Corps aircraft to refuel at airports where the 
Canadian Department of National Defense has established 
contracts similar to DESC Into-Plane contracts.  These contracts 
are known as Canadian National Defence Contracts or CNDCs.  Fuel 
purchases under CNDCs are exempt from Canadian excise tax.  A 
list of CNDC locations with contractor’s name, phone number and 
fuel type is available on the Internet at the DESC website, 
www.desc.dla.mil, under customer service and then Into-Plane. 
 
  Aircraft crewmembers obtaining fuel at CNDC locations must 
only use their identaplate and the receipt form provided by the 
vendor.  An AIR Card should not be used to obtain fuel at CNDC 
locations.  If an AIR Card is used, the squadron will be charged 
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the commercial fuel price with no recourse or refund.  AIR Cards 
or SF44s may only be used at those Canadian commercial airports 
not shown on the CNDC location listing. 
 
C. NAVY AND MARINE CORPS SERVICE CONTROL POINT 
 
  The Navy Petroleum Office (NAVPETOFF) is the Navy and Marine 
Corps Service Control Point (SCP) for the AIR Card.  As the SCP, 
NAVPETOFF is responsible for establishing and coordinating 
Department of the Navy (DoN) policy and procedures for the AIR 
Card program; providing input to DESC on contract requirements; 
disseminating contract information; maintaining the DoN squadron 
data base; distributing AIR Cards; assisting with invoice 
issues; and answering program questions. 
 
 Address: Commanding Officer 
   Navy Petroleum Office 
   8725 John J. Kingman Road 
   Suite 3719 
   Fort Belvoir, VA 22060-6224 
 
   DSN:  427-7348/7333 
   Comm: 703-767-7348/7333 
 
D. FREQUENTLY ASKED QUESTIONS 
 
  The following are frequently asked questions with answers that 
should help you better understand the AIR Card program. 
 
1. What is the AIR Card? 
 
  The AIR Card is an embossed credit card (similar to a VISA 
card), which shows an account number, a billable DoDAAC (Service 
designator with unit identification code which is registered in 
the DAAS system as a billable address), two-digit card serial 
number, Service branch (USN), and expiration month and year. The 
following is an example of an AIR Card: 
 

Account number 
 
Billable DoDAAC & card  

serial number 
 
Service designator 
Expiration month & year 

 

N00424  62 
USN 
12/99 

A82460 AVCARD/OASIS 

N00424  62 
USN 
09/01 

A82460 AVCARD/OASIS 
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2. What products may be purchased with the AIR Card? 
 
  Authorized fuel and fuel related product purchases include: 

aviation fuel 
callout fees 
flowage fees 
fuel additives 
overtime charges 
rapid/hot refueling fees 
taxes 

 
  Authorized ground and ramp services include: 

aircraft housekeeping (trash collection, lavatory 
                       servicing, potable water, etc.) 
aircraft landing fees 
aviator breathing oxygen 
de-icing service 
defuel and refuel service fees 
ground equipment fees (stairs, STARCART GPU, etc.) 
hydraulic fluids 
lube oil 
parking fees 
ramp fees 
security services 
slot time fees 
supplies (maps, navigational aids, etc.) 
 

3. Where can the AIR Card be used? 
 
  AIR Cards can be used at both DESC Into-Plane contracted FBOs 
and non-contracted FBOs worldwide.  A list of locations with 
general information is available on the Internet at the AVCARD 
website: www.avcard.com.  Appendix C provides examples of a 
CONUS and OCONUS location.  A list of Into-Plane contracted 
locations is available on the Internet at the DESC website, 
www.desc.dla.mil.  AIR Cards are currently being tested at 
select DoD military installations.  However, identaplates are 
required for purchasing aviation fuel and lubricants at all 
other DoD and NATO military installations, and CNDC locations. 
 
4. Is there a price discount for using the AIR Card? 
 
  At most commercial airports where the AIR Card is accepted, 
AVCARD has established a contract with the FBO, which offers 
fuel at a discount over the posted price.  This discount varies 
from location to location; however, the average discount for all 
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AIR Card-accepting FBOs has been 10 cents.  The FY00 third 
quarter average was 30 cents. 
 
5. What is the priority for fuel sources? 
 
  At commercial airports where both Into-Plane contract and non-
contract fuel is available, aircrews are only authorized to 
purchase Into-Plane contract fuel.  Because of the increased 
cost to the Government of both Into-Plane contract fuel and non-
contract fuel compared to DOD-owned fuel, military fuel provided 
at military air bases should be utilized first whenever 
possible. 
 
The following is the order of priority for refueling: 
 
Military installations    (Identaplate) (Standard Price) 
Fuel Exchange Agreements (FEAs)  (Identaplate) (Standard Price) 
CNDC locations (Canada)   (Identaplate)     (Standard Price) 
DESC Into-Plane contracted FBOs  (AIR Card)  (Standard Price) 
Non-contracted FBOs    (AIR Card)  (AVCARD discounted 

 price) 
Open market purchases    (SF44)  (Commercial price) 

 
6. Who participates in this program? 
 
  The Air Force, Army, Coast Guard, Navy, Marine Corps, and 
Federal Agencies (Departments of Transportation, Justice, and 
Treasury; National Air & Space Administration; State and Local 
Law Enforcement Agencies; Foreign Military Sales, etc.) 
participate in the DESC AIR Card program. 
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CHAPTER II 
 

STANDARD OPERATING PROCEDURES (SOP) 
 
A. GENERAL GUIDANCE 
 
1. Ordering AIR Cards 
 
  To order AIR Cards contact the Navy Petroleum Office 
(NAVPETOFF) program manager, at DSN 427-7348/7333 or commercial 
703-767-7348/7333.  You will need to provide the following 
information: 
 

a. Squadron name 
b. Home station information 

Mailing address for squadron 
Mailing address for invoices 
Squadron POC 
Commercial, DSN, and FAX phone numbers 
E-mail address 

c. Billable DoDAAC (Squadron’s or Supplemental Address’) 
d. Bureau Numbers (BUNOs) for each aircraft 
e. Type/Model/Series for each aircraft 
f. Fund Code 
g. Signal Code (“A” if there is no Supplemental Address, or 

“B” if there is a Supplemental Address.) 
 
2. Canceling AIR Cards 
 
  To cancel AIR Cards, contact NAVPETOFF and provide the 
following information: 
 

a. DoDAAC 
b. Squadron/Unit name 
c. AIR Card serial number(s) 

 
After contacting NAVPETOFF, cancelled cards should be cut-up and 
discarded. 
 
3. Lost/Stolen AIR Cards 
 
  Report lost/stolen AIR Cards to NAVPETOFF immediately 
providing the following information: 
 

a. DoDAAC 
b. Squadron/Unit name 
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c. AIR Card serial number(s) 
d. Whether or not a replacement card is required 

 
NAVPETOFF will report the lost/stolen AIR Card(s) to AVCARD for 
cancellation.  If the squadron/unit needs a replacement card, it 
will be ordered from AVCARD and forwarded within 48 hours. 
 
4. Transferring Aircraft 
 

a. Permanent Transfers:  When aircraft are transferred to 
another squadron or activity on a permanent basis, any AIR Card 
assigned to the transferring aircraft must remain with the 
transferring squadron or activity since the AIR Card is embossed 
with that unit’s billable DoDAAC.  The AIR Card may be used as a 
spare.  The unit receiving the transferring aircraft will use or 
assign their spare AIR Card to the aircraft.  If the receiving 
unit does not have spare AIR Cards, the unit should contact 
NAVPETOFF to order an AIR Card following the procedures in 
paragraph 1. 
 

b. Temporary Transfer:  When aircraft are transferred to 
another squadron or activity on a temporary basis, the unit 
transferring the aircraft must be sure their AIR Card is not 
used for refueling the aircraft while being used by the 
receiving unit. 
 
  If the aircraft is sent to a maintenance facility or 
contractor for modifications, attention must be made as to which 
activity is responsible for fueling the aircraft during this 
time. 
 
5. Squadron Decommissionings 
 
  When a squadron is decommissioned, the responsible individual 
for the unit must notify NAVPETOFF and follow the procedures 
outlined in paragraph 2 above.  Additionally, the individual 
must provide NAVPETOFF with a point of contact (name and phone 
numbers) for the activity that will be handling the 
decommissioned unit’s outstanding bills. 
 
6. Squadron Deployments 
 
  When a squadron or detachment deploys, the unit must contact 
NAVPETOFF to update its billing information (if it is changing 
for the deployment).  The information required includes: 
 

a.  Deployment location (ship or air station name) 
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b.  Deployment length 
c.  New invoice mailing address (if applicable) 
d.  Point of contact 
e.  Phone numbers 
f.  E-mail address 

 
7. Squadron Information Database 
 
  NAVPETOFF maintains the AIR Card database for Navy and Marine 
Corps squadrons.  It is imperative that this database be kept 
up-to-date.  Any changes in the database information must be 
reported to NAVPETOFF as soon as possible.  The information 
included in the database is:  
 
 a. Squadron 
 b. MALS (for Marine Corps squadrons) 
 c. Wing 
 d. Type Command 
 e. Branch of Service 
 f. Bureau numbers (BUNOs) for each aircraft 
 g. Type/Model/Series 
 h. Home station information 

Mailing address for squadron 
Mailing address for invoices 
Point of contact 
Commercial, DSN and FAX phone numbers 
E-mail address 

i. Billable DoDAAC 
j. Fund code 
k. Signal code 
l. Supplemental address (if another activity is paying the  

unit’s bills) 
 
8. Mission Planning 
 
  When planning missions, consideration must be given to 
scheduling refuelings at the most economical locations whenever 
possible.  A military installation should be the first choice.  
However, when missions warrant refueling at commercial airports, 
Into-Plane contracted or CNDC FBOs should be selected first, 
followed by non-contracted FBOs who accept the AIR Card, and 
then FBOs who do not accept AIR Card (an open market purchase 
using SF-44).  Pilots and aircrews should be advised that many 
commercial airports have more than one FBO which service 
aircraft and that Into-Plane contracted and CNDC FBOs should be 
identified and used before using non-contracted FBOs.  Pilots 
and aircrews should also be advised that Into-Plane contracted 
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and CNDC FBOs often contract for only one specific fuel type, 
which may be with or without additives (i.e., FSII).  Aircrews 
must ensure the contracted fuel type is delivered and properly 
annotated on the receipt.  Non-contracted fuel type deliveries 
will be charged at the commercial rate without recourse or 
refund. 
 
The following is the refueling priority: 
 
Military installations*    (Identaplate) (Standard Price) 
Fuel Exchange Agreements (FEAs)  (Identaplate) (Standard Price) 
CNDC locations (Canada)   (Identaplate)     (Standard Price) 
DESC Into-Plane contracted FBOs   (AIR Card)  (Standard Price) 
Non-contracted FBOs     (AIR Card)  (AVCARD discounted 

 price) 
Open market purchases     (SF44)  (Commercial price) 

 
* Mission planners should also be aware that the U.S. Air Force has received 
approval to add a surcharge to all refuelings at their air bases.  This means 
DoN activities will pay the DoD standard price plus the USAF surcharge 
whenever their aircraft refuel at USAF bases.  USAF standard prices can be 
found in NAVPETOFFNOTE 4265 or at 
https://www.kelly.af.mil/sfweb/CMAL/cmal1.htm 
 
  DESC Into-Plane contracted and CNDC FBOs are listed on the 
Internet at the DESC website: www.desc.dla.mil.  These 
contracted FBOs are also identified in the DoD Flight 
Information Publication (FLIP) Enroute Supplements.  Non-
contracted FBOs who accept the AIR Card are also listed on the 
Internet at the AVCARD website: www.avcard.com.  Examples of 
AVCARD web-site information are provided in Appendix C. 
 
9. Flight Packets 
 
  All aircraft flight packets should include an identaplate (DD 
Form 1896), an AIR Card, and a SF44.  It is recommended that a 
current listing of the applicable DESC Into-Plane contracted and 
CNDC FBOs for the mission be included in the flight packet.  The 
“priority for refueling” table in paragraph 7, states where each 
of these purchasing tools should be used. 
 
10. Acceptance of Gratuities from Contractors 
 
  Pilots, flight commanders, aircraft commanders, crew chiefs, 
and crew members are considered to be Government procurement 
officials when obtaining fuel and/or ground services at 
commercial airports.  As such, they must not solicit or accept 
gratuities from the contractors providing theses services.  
Executive Order 12731 of 17 October 1990, entitled Principals of 
Ethical Conduct for Government Officers and Employees, clearly 
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identifies the standards of conduct expected of flight 
crewmembers.  The Executive Order was included as an attachment 
to a recently distributed letter addressing this issue.  This 
letter with the attachment is provided in Appendix H. 
 
B. AIR CARD TRANSACTIONS 
 
  There are basically three types of AIR Card transactions: fuel 
purchases at Into-Plane contracted locations; fuel purchases at 
non-contracted locations; and purchases of ground services at 
either contracted or non-contracted locations.    For each type 
of transaction, the pilots or aircrew member will receive a 
receipt from the FBOs.   
 
  Invoice processing procedures and prices are different for 
refuelings at Into-Plane contracted FBOs and non-contracted FBOs 
who accept the AIR Card.  Also, since Into-Plane contracts do 
not include ground services, invoices for these services will be 
received separately from AVCARD, however, they are processed the 
same as non-contracted fuel invoices.  The following sections 
discuss receipts and explain the differences in processing each 
transaction type. 
 
1. Refueling and Ground Service Receipts and Obligations 
 

a. After refueling or receiving ground services, the pilot 
or aircrew member will receive a receipt for the transaction 
from the FBO.  (Note: Into-Plane contractors are authorized to 
use commercial delivery receipts or the DD Form 1898, AVFUEL 
Into-Plane Sales Slip.)  The responsible crewmember will certify 
that the product type/service, quality, and quantity is correct 
by signing and printing his/her name, rank/grade, and squadron 
on the receipt.  Upon returning to their home station, all 
receipts must be turned in to the squadron’s records keeper 
(Aviation Storekeeper, MALS, comptroller, etc.) to establish 
and/or account for the corresponding obligations, verify/certify 
invoices for payment, and reconcile fuel charges to the OPTAR 
log/SFOEDL.   
 

b. Financial Management Regulations (FMR) require all 
obligations be posted when the order is placed.  The procedures 
to do this are determined by the Fleet, Type and/or local 
Commander.  There are various systems used to post obligations 
including “FASTDATA”, “Enterprise” and “ASKIT”, and manually.  
Refer to your Fleet’s/Type Commander’s guidance and/or local 
financial procedures for establishing obligations/posting 
transactions in the OPTAR Log.   
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2. Fuel Purchases at Into-Plane Contracted Locations 
 

a. When fuel is received from an Into-Plane contracted FBO, 
the FBO sends sales information to AVCARD where it is 
identified, entered into their computer, and electronically 
forwarded to the DESC.  A document number is assigned to the 
transaction, and is constructed by using the activity’s billable 
DoDAAC listed in the AVCARD database, the Julian date of the 
transaction, and the last four digits of the receipt’s pre-
printed serial number. 
 

b. DESC processes the information and sends an electronic 
file to the Defense Finance and Accounting Service (DFAS) 
Columbus, Ohio.  DFAS Columbus, on behalf of DESC, pays the 
invoice by forwarding a check or electronic funds transfer (EFT) 
to the contractor.  DFAS Columbus then sends an inter-fund bill 
(at the DoD standard price for Into-Plane fuel) to the 
squadron’s servicing DFAS OPLOC for the squadron’s billable 
DoDAAC listed in the AVCARD database.  (DESC pays the difference 
between the FBO’s contracted price and the standard price.)  
DESC is paid when the bill is registered with the U.S. Treasury 
and the charge is processed by the servicing DFAS OPLOC against 
the squadron’s line of accounting.  This payment will eventually 
post to the unit’s OPTAR.  For activities using the Aviation 
Storekeeper Information Tracking System (ASKIT), the payment 
will eventually post to the unit’s Summary Filled 
Order/Expenditure Difference Listing (SFOEDL) and reduce the 
aviation fuel (AVFUEL) money value only obligation.  The SFOEDL 
will be reconciled against the OPTAR log for a matching 
obligation within the ASKIT-SFOEDL reconciliation process. 
 

c. The pilot’s copy of the receipt is used for posting an 
OPTAR log entry/establishing the obligation for the fuel 
received.  They should be made at the DoD standard price for 
Into-Plane fuel.  (The FY01 standard price for Into-Plane fuel 
is $1.27.  DoD standard fuel and lubricant prices for several 
fiscal years can be found on the Internet at www.desc.dla.mil; 
click on customer service.)  A document number for the fuel 
received must be created by using the activity’s billable 
DoDAAC; the Julian date of the transaction; and the last four 
digits of the receipt’s pre-printed serial number.  If the 
document number is not created this way, it will cause a 
mismatch and appear on the activity’s suspense listing received 
from their DFAS OPLOC. 
 
Note: No AVCARD invoice will be received for Into-Plane 
contracted purchases. 
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3. Fuel Purchases at Non-Contracted Locations 
 

a. When fuel is received from a non-contracted FBO who 
accepts the AIR Card, the FBO sends an invoice and the signed 
receipt to AVCARD for payment.  AVCARD pays the FBO and invoices 
the squadron (or the supplemental address indicated in their 
database) for the fuel.  The invoice may occasionally reflect a 
price that is different than what the FBO wrote on the pilot’s 
receipt.  (This occurs when the FBO writes his posted price on 
the receipt vice a discounted price AVCARD and the FBO may have 
previously agreed upon.)  An example of an AVCARD invoice for 
fuel is provided in Appendix D. 
 

b. When the squadron (or their supplemental address) 
receives the invoice, the Prompt Payment Act requires the 
activity to stamp/record the date and time of receipt on the 
AVCARD invoice.  The invoice information must then be verified 
with the pilot’s/aircrew’s copy of the fuel receipt. 

  (1) If no OPTAR obligation/receipt/log entry was 
previously created from the pilot’s receipt, a log entry is made 
for the fuel purchase using the invoice cost.  The invoice is 
then certified, dated, and forwarded (along with a completed 
Prompt Payment Certification (PPC)) to the squadron’s servicing 
DFAS OPLOC for payment. 

  (2) If an OPTAR obligation/receipt/log entry was 
previously created from the pilot’s receipt and the invoice 
matches the pilot’s receipt, the invoice is certified, dated, 
and forwarded (along with a completed (PPC)) to the squadron’s 
servicing DFAS OPLOC for payment.   

  (3) If an OPTAR obligation/receipt/log entry was 
previously created from the pilot’s receipt and the invoice does 
not match the pilot’s receipt due to discounted prices or 
previously omitted Federal Excise Tax, the OPTAR 
obligation/receipt/log entry must be adjusted to reflect the 
correct charge.  All other deviations must be resolved through 
the dispute process prior to certifying the invoice for payment.  
(The disputes process involves the squadron/comptroller 
contacting AVCARD to resolve the issue.  If the issue cannot be 
resolved, contact NAVPETOFF.)  After making the adjustments or 
resolving the dispute, the invoice is certified, dated, and 
forwarded (along with a completed (PPC)) to the squadron’s 
servicing DFAS OPLOC for payment.  DFAS will pay AVCARD either 
by check or EFT, via its bank. 
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4. Purchases of Ground Services at Contracted and Non-Contracted 
Locations 
 
  Whether ground services are received at either an Into-Plane 
contracted or non-contracted FBO, they are processed the same 
way.  The pilot/aircrew will sign a detailed, itemized receipt 
for the services and be given a copy.  The FBO sends AVCARD an 
invoice along with a copy of the signed receipt.  AVCARD pays 
the FBO and sends an invoice (separate from a fuel invoice) to 
the squadron (or the supplemental address listed in their 
database).  (An example of an AVCARD invoice for ground services 
is provided in Appendix D.)  When the invoice is received, the 
Prompt Payment Act requires the activity to stamp/record the 
date and time of receipt on it.  The activity must then verify 
the invoice with the pilot’s/aircrew’s copy of the receipt and 
previously created obligation in the OPTAR log.  If they all 
match, the activity certifies and dates the invoice citing the 
squadron’s line of accounting and the requisition document 
number posted in the OPTAR log, and forwards it (along with a 
completed (PPC)) to their servicing DFAS OPLOC for payment.  If 
the invoice does not match the pilot’s receipt and OPTAR log, 
the difference must be resolved through the dispute process 
prior to certifying the invoice for payment. 
 
 
The two flow charts on the following pages explain these three 
basic AIR Card transactions. 
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$ 

DFAS Columbus sends 
inter-fund bill (at DoD 

standard price) to 
activity’s billable 
DoDAAC listed in 
AVCARD database 

Aircraft receives 
fuel from Fixed Base 

Operator (FBO) 

Aircraft lands at 
commercial airport 

FBO forwards sales 
information 

electronically, by mail, 
or by fax to AVCARD 

FBO swipes, imprints, 
or hand-scribes 

customer information 
from AIR Card and 
records details of 

purchase on receipt 

Pilot validates and 
signs receipt, and 
retains copy for  

 posting to OPTAR 
log. 

AVCARD summarizes 
and forwards contract fuel 

lift information  
electronically to DESC 

AVCARD separates  
contract fuel purchases 

from non-contract  
fuel purchases and 

ground services 

Activity  establishes/accounts for 
fuel obligation in OPTAR log for 
purchases listed on pilot’s copy 
of receipt using DoD standard 

Into-Plane fuel price 

$ 

DESC forwards file to  
DFAS Columbus 

DFAS payment system, 
AVEDS, processes 
payment and pays 

contractor at Into-Plane 
contracted price 

$ 

*Ground services purchased at 

Into-Plane contracted locations are 
handled the same as at non-contracted 
locations.  See following chart. 

AIR Card Transaction 
at  an   

Into-Plane Contracted Location 
(Fuel only *) 

Pilot turns-in receipt 
copy to activity’s 

records keeper upon 
returning from mission 

Activity’s servicing DFAS 
OPLOC matches 

obligation to inter-fund bill 
and reimburses DESC 

stock fund at DoD 
standard price 
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Aircraft receives 
fuel / ground services 

from 
Fixed Base Operator 

(FBO) 

Aircraft lands at 
commercial airport FBO forwards an 

invoice and sales 
information  

 electronically, by mail, 
or by fax to AVCARD 

FBO swipes, imprints, 
or hand-scribes 

customer information 
from AIR Card and 
records details of 

purchase on 
commercial receipt 

Pilot validates and signs 
receipt, and retains copy 
for posting to OPTAR 

log and reconciling 
AVCARD invoice 

AVCARD pays FBO  
directly at discounted price 

for  
non-contract fuel  

and ground services 

AVCARD separates  
contract fuel purchases 

from non-contract  
fuel purchases and 

ground services 

Activity establishes obligation for ground 
services based on  

charges listed on pilot’s copy of receipt.   
Activity follows TYCOM’s guidance 

and/or local financial guidance for creating 
fuel obligations/OPTAR log entry. 

$ 

AIR Card Transaction 
 at an  

Non-Contracted Location 
(Fuel & Ground Services) 

$ 

Pilot turns-in receipt 
copy to activity’s 

records keeper upon 
returning from mission 

AVCARD sends separate 
invoices for non-contract 

fuel and ground services to 
the  activity designated in 

their database 

Activity stamps date and time on 
AVCARD invoice; matches pilot’s  

receipt to OPTAR log entry and invoice; 
verifies invoice information; certifies 
invoice; completes prompt payment 

certification (PPC) form ensuring line of 
accounting and standard document 

number are cited; and forwards invoice,  
pilot’s receipt, and PPC form to their 

servicing DFAS OPLOC 

DFAS OPLOC processes 
certified invoice and makes 

payment to AVCARD 
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C. PAYMENT GUIDANCE 
 
1. AVCARD Invoice Information 
 
  An AVCARD invoice will show the invoice date, the date the 
fuel or ground services were received, where the fuel or ground 
services were received, the quantity, the price per gallon and 
total cost, the total invoice charges, and the squadron’s 
billable DoDAAC.  Examples of AVCARD invoices are in Appendix D.  
Separate invoices are sent for fuel and ground services. 
 
2. Certifying AVCARD Invoices  
 
  AVCARD forwards original invoices on Thursdays for new fuel 
and ground service charges to the activity address (squadron, 
comptroller, MALS, Type Commanders, etc.) designated in the 
AVCARD database.  (This database is maintained by NAVPETOFF for 
Navy and Marine Corps.)  Upon receiving the original invoice, 
the activity is required by the Prompt Payment Act to 
stamp/record a date and time of receipt on it.  (The Government 
has 30 days from this receipt date to pay the invoice before 
interest penalties start to accumulate.)  Activity personnel 
must then review the invoice and match the information to the 
pilot’s/aircrew’s receipt recorded in the OPTAR log.  A Prompt 
Payment Certification must be completed citing the line of 
accounting and the standard document number, and returned with 
the original invoice to the activity’s servicing DFAS OPLOC for 
payment.  (When certifying invoices, it is incumbent for the 
activity to ensure they only certify the original invoice.)  A 
copy of all documents must be retained by the activity. 
 
3. Defense Finance and Accounting Service (DFAS) Requirements  
 
  DFAS cannot pay AVCARD invoices without the following: 
 

a. Certified original invoice with a completed Prompt 
Payment Certification Form (PPCF).  An example of a PPCF is 
provided in Appendix F.  (The certification must have the 
statement “Received, inspected, and accepted”; certifying 
officer’s signature and typed name; and date certified.)   
 

b. Matching obligation  (All vendor invoices must be pre-
validated against an obligation prior to the vendor being paid.  
Consequently, the obligation must be resident in the official 
accounting system to avoid late charges and/or delinquent 
payments.) 
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c. Date and time the invoice was received by the activity 
d. Document number for fuel/ground services requirement 
e. Line of accounting 

 
  It is the activity’s responsibility to ensure invoices are 
properly processed and submitted to their servicing DFAS OPLOC 
in a timely manner. 
 
4. Past Due Notices 
 

a. If AVCARD does not receive payment within 30 days, the 
activity is sent a past due notice.  Past due notices are 
generated by AVCARD every two weeks.  All outstanding invoices 
for the activity are listed on the notice until payment is 
received.  An example of a notice is included in Appendix E. 
 

b. A copy of all past due notices are forwarded to 
NAVPETOFF where spreadsheets and graphs are maintained showing 
the Department of the Navy’s total past due amount by Type 
Commander.  Under each Type Commander are listed the activities 
with outstanding balances.  NAVPETOFF monitors these notices and 
advises Type Commanders of their activities which have large 
past due amounts and/or amounts that have been delinquent for 
several months.  NAVPETOFF also contacts squadrons with 
outstanding amounts and checks to see if certified invoices have 
been submitted to their servicing DFAS OPLOC for payment.  
Aggregate totals are also reported to NAVSUP biweekly. 
 

c. There are various reasons why invoices become past due; 
however, it is the activity’s responsibility to expeditiously 
research, investigate and pay the charges to avoid/minimize the 
amount of interest the DoN must pay under the Prompt Payment 
Act.  As mentioned above, the Government has 30 days from 
invoice receipt to pay the invoice before interest penalties 
start to accumulate.  If activities do not hold the original 
invoice, a copy of it may be obtained from AVCARD by calling 
their customer service number, 410-771-3084.  This copy can then 
be certified as a true copy of the original and forwarded to 
DFAS for payment.  Appendix H contains names, e-mail addresses 
and additional phone numbers for AVCARD Customer Support. 
 
5. Information and Assistance for Resolving Invoice and Billing 
Issues 
 
  The following information is provided to assist activities in 
resolving outstanding AIR Card invoice issues.  It does not 
include procedures to resolve all issues, but the methods and 
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contacts given can be used as a starting point for many 
situations not presented here. 
 

a. DoDAAC versus UIC:  If an activity does not have a 
billable Department of Defense Activity Address Code (DoDAAC) 
registered in the DoD Automatic Addressing System (DAAS), 
invoices and inter-fund bills will not be paid by DFAS.  A 
DoDAAC is a six-position code that uniquely identifies a unit, 
activity or organization that has the authority to requisition 
and/or receive services and material.  When registered in the 
DAAS, the  DoDAAC is a billable address and DFAS is authorized 
to pay the activity’s invoices and bills.  A DoDAAC usually 
consists of a Service designator code and a Unit Identification 
Code (UIC), for example N00424.  Paying problems arise when a 
Service designator and UIC are used as a DoDAAC to pay bills for 
an activity and the combination is not registered in the DAAS.  
Many smaller units have larger activities that handle their 
accounting and bill paying.  In these instances the larger 
activity’s DoDAAC is used to pay the invoices.  Activities must 
ensure a billable DoDAAC is used for paying invoices. 
 

b. Receipt versus Invoice Discrepancies:  If an activity 
has a receipt from an FBO that does not agree with the AVCARD 
invoice, the activity should contact AVCARD to reconcile the 
difference.  If AVCARD does not resolve the issue, contact 
NAVPETOFF who will work with the squadron and AVCARD to settle 
any irreconcilable differences. 
 

c. No Receipt:  If an activity received an invoice from 
AVCARD but does not hold the receipt document, the activity 
should contact the FBO (the name, location and phone number is 
provided on the invoice) and request a copy of the signed fuel 
receipt. 
 

d. No Invoice Received:  If an activity received a past due 
notice, but does not hold the invoice, a copy of it may be 
obtained from AVCARD by calling their customer service number 
410-771-3084.  This copy can then be certified as a true copy of 
the original and forwarded to DFAS for payment. 
 
6. Credits to AVCARD Accounts 
 
  There are several ways credit balances are created and applied 
to AVCARD accounts.  Some credits are generated from tax refunds 
and others from aircraft defuelings.  These types of credit 
balances can be zeroed out by AVCARD issuing a refund check or 
by applying the credit balance towards subsequent AIR Card 



22 

charges.  Activities which want a refund check, or to apply the 
credit balance towards subsequent charges, should contact AVCARD 
by emailing Ms. Sherrie Stump at sstump@avcard.com to make the 
request.  Include in the email the activity's AVCARD account 
number, the amount of credit in your account, and a statement 
requesting the desired action.  For refund checks, TYCOM 
guidance must be followed to collect the refund.  For credit 
balances applied to subsequent charges, request AVCARD apply the 
credit to your next invoice except for any credits issued in 
September.  In this case, refund checks should always be 
requested in order to avoid crossing fiscal years.   
 
EXCEPTION FOR AIRLANT ACTIVITIES: Any AIRLANT activity due a 
credit, should report that information to the TYCOM POC.  The 
TYCOM will take action to receive the credit in the form of a 
check, and the necessary documentation will be prepared by 
CINCLANTFLT to process the credits back to the unit’s SFOEDL.  
 
  Credits can also be created from duplicate charges, which are 
administrative errors.  No refund checks can be issued, unless 
the duplicate amount was paid.  Credits for duplicate charges 
will appear on future invoices.  
 
All credited amounts will appear on the activity’s next invoice 
along with the details identifying it as a fuel or ground 
service credit.  Unused credit balances will also appear on past 
due notices.  
 
7. Taxes 
 
  The DESC AIR Card contract requires the contractor (AVCARD) to 
identify all applicable taxes and their per unit amounts 
(Federal, State, Local, Territorial, etc.) on all invoices.  The 
contract does not address tax refunds, since it is an issue 
between the Military Service and the Treasury Department, not 
the contractor. 
 

a. Canadian Excise Tax:  U.S. DoD fuel purchases from all 
FBOs throughout Canada are exempt from Canadian excise tax.  
Appendix J contains letters from DESC and Revenue Canada 
concerning this exemption.  The letters cite the Canadian Excise 
Tax Act (ETA) as their reference.  While the ETA provides for an 
exemption, it does not allow a refund of taxes paid to the end 
user.  Therefore, Canadian FBOs should not collect excise tax on 
sales to DoD aircraft and pilots/aircrew members must ensure 
there is no Canadian excise tax included on their fuel purchase 
receipts. 
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b. U.S. Federal Excise Tax (FET):  Activities must pay the 
Federal Excise Tax associated with AIR Card fuel purchases 
because the FET is already included in the fuel cost when the 
FBO procures it.  Since the FBO has already paid the FET, he/she 
cannot reduce the price to DoD customer without taking a loss on 
the sale.  Also, since U.S. Government activities are classified 
as “Tax Reimbursable entities”, they must pay FET up front and 
then file for a refund.  Refunds are obtained by filing a claim 
with the Internal Revenue Service (IRS).  Before the IRS will 
accept a claim, the activity must have an Employer 
Identification Number (EIN). 

 
  There are two scenarios in which FET is paid when using an AIR 
Card to purchase fuel.  They are: fuel lifted from Into-Plane 
contracted FBOs and fuel lifted from non-contracted FBOs. 

 
  (1) Into-Plane Contracted FBOs:  DESC pays the invoices 

for the FET and fuel received from Into-Plane contracted FBOs 
and then charges the activity a standard price for the fuel.  
DESC then files for a FET refund from the Treasury Department.  
The refunds are deposited back into the Defense Working Capital 
Fund (DWCF).  Taxes for which refunds are not obtained are 
charged to the DWCF and reflected in future standard prices for 
fuel. 

 
  (2) Non-Contracted FBOs:  Activities receive and pay 

invoices for fuel received and FET charged by non-contracted 
FBOs.  DESC will file FET refund claims on behalf of NAVY and 
Marine Corps activities and then return the funds to the TYCOMs.  
The following are the procedures for obtaining FET refunds for 
fuel lifted from non-contracted FBOs: 
 

(a) DESC, through DFAS Columbus and their relationship 
established with the IRS, will file FET refund claims for fuel 
lifts from non-contracted FBOs for Navy and Marine Corps 
activities.  DESC will file the claims by TYCOM (AIRLANT, 
AIRPAC, AIRESFOR, and CNATRA) based on quarterly FET reports 
produced by AVCARD.  NAVPETOFF will divide up and provide the 
reports by TYCOM to DESC along with appropriation data provided 
by the TYCOMs. Upon receiving the refunds, DESC will return the 
funds to the TYCOMs.   
 

(b) Since no known quarterly claims have been filed 
for 1998, 1999 or 2000, there will be an annual claim filed for 
each of those years by DESC for each TYCOM.  (The IRS allows up 
to three years to submit a claim.)  Future claims will be filed 
on a quarterly basis.  
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(c) DESC is working to centralize invoice payments 

for fuel lifts from non-contracted FBOs.  This involves DESC 
paying AVCARD invoices and then interfund billing the 
squadron/activity, similar to procedures for fuel lifts from 
Into-Plane contracted FBOs.  When DESC centralized payment 
starts, FET refunds will go to DESC vice TYCOMs.  Details for 
this new procedure are currently being developed by DESC. 

 
c. State Excise Tax (SET):  Numerous states also impose 

some type of State Excise Tax on fuel sold to the U.S. 
Government.  To obtain a refund, States require proof of 
purchase.  Some States also require proof that the fuel was 
consumed in a non-taxable manner.  Activities and/or TYCOMs 
should contact State Revenue Offices to request procedures and 
forms required for submitting SET refund requests. 

 
 
 












































